NC DHHS — NC DMH/DD/SAS
Community Support Team (CST)
Endorsement Check Sheet Instructions

Introduction

Prior to site and service endorsement, businesdication must take place. In the process of
business verification, the business informationseneed DMA CIS (Community Intervention
Services) application is validated. At that timee provider organization submits a self study ef th
core rules (10A NCAC 27G .0201-.0204) verifyingtthizey have met all the requirements therein.
(The provider is not required to submit this ifinaglly accredited, licensed with DFS or has had a
compliance review from NC Council of Community Prams within the past three years.) The
documents created in adherence with the core shesild be utilized as evidence of provider
compliance where noted in the check sheet andurtgins.

The following set of instructions is to serve as@®@l guidelines to facilitate the review of praatig

for endorsement. Service definition, core rulesr@ed above), staff definitions (L0A NCAC 27G
.104) and other DHHS communications (e.MH/DD/SAS Records Management and
Documentation Manual, Communication Bulletins, Implementation Updat€dinical Coverage
Policy 8A, and other publications) should be usedstipport the reviewer’'s determination of
compliance. In addition, the Business Entity TypefdRence document assists to clarify the
requirements for different business entities suslca@rporation, partnerships and limited liability
corporations and partnerships. On the endorsentetkcsheet, there are suggested sources of
evidence for locating information that may assmg teviewer in determining compliance with the
respective requirements. The items identifiedresean exhaustive list of sources, nor must each
item named be reviewed. The reviewer examineseecel presented only until the element in
guestion is substantiated as being met by the geovi

Provider Requirements

In this section, the provider is reviewed to asarthat administrative requirements are met ireord
for services to be provided. The provision of segsiis addressed later in this endorsement process.
This section is reviewed only during the initiaviev for business status and does not requiredurth
scrutiny unless there is a change in the providggtus that would affect this element.

After January 1, 2011
a. The LME shallreview documents that evidence that the Departrokhtealth and Human
Services has
» certified a minimum of one of the provider’s sigesa Critical Access Behavioral Health
Agency,OR
» completed a desk review of the provider's CABHA lagggion packet and the provider
has successfully met the CABHA desk review requaets.

b. Review documents for evidence that the provideorporates Motivational Interviewing and
one or more treatment therapy, practice or moddeagnated in the service definition. The
therapy(-ies), practice(s) or model(s) chosen rbastlinically indicated for the population
(age and disability) that the provider agency sdfve with CST.
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For the 60 day review, include a review of servieeords for evidence that the therapy(-ies),
practice(s), or model(s) included in policies anocedures, as well as the program
description, are being utilized to provide the sarv

Staffing Requirements

In this section, the reviewer is primarily concetneith the hiring practices of the provider and
ensuring that all employees required per the serdefinition are in place at the time of the clalic
interview and are equipped with the evidentiary documemtagifoeducation, training and experience
for which they were hired. This is important foetblinical integrity of the service. The review of
the provision of services is more thoroughly exasdinn the “Program/Clinical Requirements”
section of the endorsement review.

In the desk review, the reviewer is to verify tlla¢ provider agency’s policies and procedures, as
well as other administrative manuals meet the requénts of the service definition. The review of
the qualifications of personnel hired will occurtela in the endorsement process. Review
documentation to verify that provider agency reguients of staff include degrees, licensure and/or
certifications that comply with the position as ttan in the service definition, and are consistent
with requirements and responsibilities of theirpexgive job duties. Review job descriptions to
determine that the roles and responsibilities ifledt do not exceed the qualifications of the
position. This review ensures that the providerdrasinderstanding of the service definition staffin
requirements and has established policies for grano that meet those requirements.

For the clinical interview, review staff employmeapplications, resumes, licenses, certifications
and/or other documentation for evidence that degaeel work experience with the target population
the provider will be serving is consistent with tieguirements and responsibilities of each position
If any staff person hired to meet the staffing requiretsi@h the service definition do not meet the
requirements for the position, then the clinicaémiew does not take place. The clinical intenie
process is described in Program Requirements.

For the on site review, the endorsing agency \e=iflocumentation reviewed during the desk review
and clinical interview (if it has been conductedoprto the on site review). The credentials and
qualifications of any additional or ancillary sthifed in the time between the desk review andthe
site review are examined.

For the 60 day review, include a review of the cwner record and other items necessary to
determine that staff are performing clinical inemtions commensurate with their credentials and
qualifications as well as within the scope of wdik their job descriptions. Review staff schedules
attendance rosters, and caseload assignmentstandew staff to ascertain consumer to staff ratios
This review should also include a review of supgon plans, notes and documentation of clinical
supervision for all staff. Review supervision platts ensure that they are individualized and
appropriate for the level of education, skill angperience of staff. Review supervision notes,
schedules and other supporting documentation #grabdstrate on-going supervision consistent with
the requirements and responsibilities. Persoreedrds must demonstrate evidence that all required
training has been acquired by each staff membevedglg day treatment services and completed
within the specified time frames.

a., b., c.,and d.
The staff hired must include:
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a) One FTE Team Leader (filled by no more than twoviddials) - licensed or provisionally
licensed in the state of NC

For the desk review, review policy and procedur@mads and program descriptions to ascertain
that they specify that an individual hired as tleam Leader is required to have the skill,
knowledge and experience with the population tedrged and to provide the various
interventions required by the position to includeminating initial and ongoing assessment
activities, developing the PCP, performing ongaimgnitoring of PCP implementation and to
revising the PCP as needed. Review the providem@gs policy to ensure that when this
position is filled by a provisionally licensed indiual, it is clear that the expectation of the
provider agency is that the individual will becofo#y licensed within 30 months.

For the clinical interview, on site and/or 60 dayiews, review employee applications, resumes,
certifications, and training for evidence that ihdividual hired as the Licensed Professional has
the skill, knowledge and experience with the potoieto be served by the CST, as well as those
required to provide the various interventions reegiby the position to include coordinating
initial and ongoing assessment activities, develgpine PCP, performing ongoing monitoring of
PCP implementation and to revising the PCP as mkedéen reviewing the supervision and
training below, review for evidence that an indivadlwho is provisionally licensed has a plan to
obtain full licensure within the required time fram

b) One FTE Qualified Professional (filled by no mdnart two individuals)

For the desk review, review policy and procedureuads and program descriptions to verify
that they specify that an individual hired as a lied Professional to provide CST services is
required to have the skill, knowledge and experencprovide interventions with the population
to be served, as well as to coordinate initial @angoing assessment activities, to develop the
PCP, to perform ongoing monitoring of PCP impleragéah and to revise the PCP as needed.

For the clinical interview, on site and/or 60 dayiews, review employee applications, resumes,
certifications, and training for evidence that \ndual hired as the Qualified Professional has the
skill, knowledge and experience to provide inteti@rs with the population to be served, as well
as to coordinate initial and ongoing assessmenits, to develop the PCP, to perform
ongoing monitoring of PCP implementation and tagethe PCP as needed.

c) One FTE who is a Qualified Professional, Assodratefessional, Paraprofessional, or Certified
Peer Support Specialist (filled by no more than imgividuals)

Qualified Professional review as above

Associate ProfessionalFor the desk review, review policy and procedusnuals and program
descriptions to confirm that they specify that maividual hired as an Associate Professional to
provide CST services is required to have the dkilbwledge and experience with the population to
be served to provide the various interventionsireguy the position. The Licensed Professional or
Provisionally Licensed Team Leader supervises t@giate Professionals according to the service
definition..

For the clinical interview, on site and/or 60 dayiews, review employee applications, resumes,
certifications, and training for evidence that indual hired as the Associate Professional has the
skill, knowledge and experience with the populatioibe served to provide the various interventions
required by the position.
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ParaprofessionalFor the desk review, review policy and procedusnuals and program
descriptions to verify that they specify Paraprsi@sals hired to provide CST services are required
to have the skill, knowledge and experience withgbpulation to be served to provide the various
interventions required by the position. The LicehBeofessional or Provisionally Licensed Team
Leader supervises the Paraprofessional accorditiggteervice definition..

For the clinical interview, on site and/or 60 dayiews, review employee applications, resumes,
certifications, and training for evidence that adividual hired as the Paraprofessional has thg ski
knowledge and experience with the population tsdyged to provide the various interventions
required by the position and that they are recgitine required supervision.

Certified Peer Support Specialistor the desk review, review policy and proceduenuals and
program descriptions to verify that they specifytied Peer Support Specialists hired to provide
CST services are required to be certified in théesbf NC and are required to have the skill,
knowledge and experience with the population tsdyged to provide the various interventions
required by the position. The Licensed Profesdion&rovisionally Licensed Team Leader
supervises the Certified Peer Support Specialsiraing to the service definition.

For the clinical interview, on site and/or 60 dayiews, review employee applications, resumes,
certifications, and training for evidence that adividual hired as the Certified Peer Support

Specialists has the skill, knowledge and experievitethe population to be served to provide the
various interventions required by the position #rat they are receiving the required supervision.

d) Review to ensure that for teams focused on substaimase interventions, the policies and
procedures include at least one Certified ClinRapervisor (CCS), Licensed or Provisionally
Licensed Clinical Addiction Specialist (LCAS), oeflified Substance Abuse Counselor (CSAC)
as a member of the team.

For the desk review, review policy and procedureuads and program descriptions to confirm
that they specify that an individual is requirechove the skill, knowledge and experience with
the population to be served to provide the variateyventions required by the position.

For the clinical interview, on site and/or 60 dayiews, review employee applications, resumes,
certifications, and training for evidence that indual hired has the skill, knowledge and
experience with the population to be served to igthe various interventions required by the
position.

e. Review policy and procedure manuals and prograsuorgsions to verify that they specify that
staffing ratios and coverage are adequate foreleesof the individuals served per the service
definition requirements. Staffing at a minimum mioes:

= A maximum of 45 individuals served by one CST vatbonsumer to staff ratio of no
more than 15:1 (FTE)

= The CST caseload may be lower based on the aduitye andividuals served

= Review program description for evidence that theise is to be delivered through a
team approach.

Note: CST services are provided through a teamoagpr, however, discrete interventions may be
delivered by any one or more team members as alipimdicated. Not all team members are
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required to provide direct intervention to eachpient on the caseload. The Team Leader must
provide direct clinical interventions with eachipgent. The team approach involves structured,-face
to-face, scheduled therapeutic interventions teigesupport and guidance in all areas.

f. Review policy and procedure manuals, and perdanaruals to confirm that they contain
language that demonstrates the expectations th&@$[ provider agency ensures the
supervision of QP, AP and paraprofessional staff

» based on their level of education, skill and exgere

= consistent with position requirements and respdlitgb in 10A NCAC 27G .0203 and
10A NCAC 27G .0204

= consistent with service definition, certificatiand/or licensure requirements of the
appropriate discipline.

Review of job descriptions for language demonstgasiupervision expectations.

Staff Training

In the desk review, the reviewer is to verify tlla¢ provider agency’s policies and procedures, as
well as other administrative manuals meet the requents of the service definition. This review
ensures that the provider has an understandingeosérvice definition staff training requirements
and has established policies for a program that these requirements. Review job descriptions to
determine that the training, as well as the roled gesponsibilities identified, do not exceed the
qualifications of the position. Review employea&ring plans or other documentation demonstrating
that all required training is addressed, has beteduled or has been received according to core
rules and is consistent with the role of the lesethe professional providing Community Support
Team Services. Ensure that employee is trainedlly dinderstand and implement designated level
of support (PCP, data, medications, etc.).

For the on site review, the endorsing agency \e=iflocumentation reviewed during the desk review
and clinical interview (if it has been conductedpto the on site review).

Items in this section do not apply to the clinicdaérview.

For the 60 day review, include a review of the perel files, consumer record and other items
necessary to determine that staff are performimgcal interventions commensurate with training as
well as within the scope of work the their job dgsteons. This review should also include a review
of supervision plans, notes and documentation dafical supervision for all staff. Review
supervision plans to ensure that they are individed and appropriate for the level of education,
skill and experience of staff. Review supervisiootes, schedules and other supporting
documentation that demonstrate on-going supervistonsistent with the requirements and
responsibilities. Personnel records must demaesegidence that all required training has been
acquired by each staff member delivering day treatnservices and completed within the specified
time frames.

a. After January 1, 2011 review for language that demonstrates that th& T&m Leader is
required to have or has the training required m shrvice definition within the required time
frames.

1) Within 30 days of hire:
3 hours CST service definition
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* 3 hours crisis response
* 3 hours PCP Instructional Elements
2) Within 90 days of hire (by 3/31/2011 for exigfiproviders)
* 13 hours introductory Motivational Interviewing
* 12 hours Person Centered Thinking
3) Within 90 days of hire (by 6/30/2011 for existiproviders)
» Minimum 24 hours specific to modality selected $ervice delivery
* All supervisory training required by modality eeled for service delivery (minimum of 12
hours)
4) Annually
* Follow up or ongoing training required by modabielected for service delivery (minimum
of 10 hours)

b. After January 1, 2011, review for language that demonstrates that th& §&&ff members are
required to have or have the training requiredhm service definition within the required time
frames.

1) Within 30 days of hire:
» 3 hours CST service definition
* 3 hours crisis response
* In addition, for QPs responsible for PCP, 3 hd(€% Instructional Elements
2) Within 90 days of hire (by 6/30/2011 for exigfiproviders)
* 13 hours introductory Motivational Interviewing
* 12 hours Person Centered Thinking
» Minimum 24 hours specific to modality selected $ervice delivery
3) Annually
* Follow up or ongoing training required by modaklected for service delivery (minimum
of 10 hours)

Service Type/Setting
The elements in this section pertain to the pravgdeaving an understanding of the CST services
and the service delivery system.

For the desk review, review documentation to vethgt provider demonstrates a schedule of
operation, locations of service and interventiorsv/joled are within the parameters specified by the
service definition. This review ensures that thevjgter has an understanding of the purpose of the
service and has established a schedule and a praigea meet those requirements.

Items in this section do not apply to the clinicdérview.

For the on site review, confirm findings of the kiesview.

For the 60 day review, include a review of consureeords and other items necessary to determine

that CST is being provided to consumers who meetellgibility requirements, that interventions

occur in the community and that first responderedutire a part of the CST’s responsibility.

a. Review policy and procedure manual and prograscriggions stating that the CST members
will provide direct interventions on behalf of tkensumer in any location in the community.

Review for language that demonstrates that the if@adhl Professional will arrange for,
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coordinate and monitor services on behalf of thesomer. Review consumer records for
evidence that the CST members have provided dieexct indirect interventions. Direct
interventions should include specific skill buildiractivities related to the goals in the PCP.
Community Support Team Services can also inclutepl®ne time and collateral contacts to
persons who assist the consumer in meeting goals.

b. Review policy and procedure manual and programrgemns for language that reflects that the
CST will carry out first responder services telepically or face-to-face (within 2 hours if
required). Review on-call schedule, staff schedR(@P, crisis plans, service notes reflecting that
the CST members will provide crisis response whaatwhen it has been needed by the
consumer.

Program/Clinical Requirements

The elements in this section are reviewed as thetain to service delivery. It is important that
consumers are served in accordance with the seoadmition according to individual needs

identified in the PCP in regard to the frequeneyemsity and type of therapeutic interventions.
Interventions should reflect clinically recognizeddels (therapeutic mentoring, positive behavioral
supports, motivational enhancement therapy, angeagement, etc.).

For the desk review, review documentation to vetif\at the provider demonstrates a clear
understanding of the CST service definition and eh@) chosen for delivery of that service.

For the clinical interview utilize the questionsaghed to the current endorsement policy. Specific
expectations for the clinical interview are outtingelow.

For the on site review, confirm findings of the klesview and the clinical interview.

For the 60 day review, a review of service recahsuld demonstrate compliance with program
requirements as specified in each item below. &evio verify that the provider has an

understanding of the CST service definition and e chosen for delivery of that service.

Review documentation to determine clinical integritoordination other services and supports in
delivery of services and interventions

a. Program description and policies and proceduezsly name the identified therapy(-ies),
practice(s) or model($hosen for service delivery. Service delivery iplemented in a manner
that is consistent with the identified best praeticodel. The staff responsibilities, schedule and
ratio indicate fidelity to the therapy(-ies), priae(s) or model(sghosen as well as to the
requirements of the service definition. Reviewdgidence that the service is delivered through a
team approach and not solely through individual)(interventions. Review policy and
procedure manuals and program descriptions foulkage demonstrating that services will be
provided under the direct supervision of the CS@de¥. Review policy and procedure manuals
and program descriptions for language demonstr#tiaigthe expectation is that the team meets
weekly to discuss cases. There should be evideihedtten policy and procedures for
conducting and documenting weekly clinical team tings.

Note: CST services are provided through a teamoagpr, however, discrete interventions may
be delivered by any one or more team membersmisally indicated. Not all team members are
required to provide direct intervention to eachpient on the caseload. The Team Leader must
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provide direct clinical interventions with eachigent. The team approach involves structured,
face-to-face, scheduled therapeutic interventiongdvide support and guidance in all areas.

For the on site review, confirm findings of the kiesview.

After 60 days, review consumer records and otleenstnecessary to determine that CST has
been delivered through a team approach using #rayki(-ies), practice(s) or model¢)osen

for service delivery. Review for protocol that mes a process for establishing and maintaining
collaborative relationships with other persons nages and service providers in the consumer’s
life. Service notes should display evidence ofypegs and positive outcomes for the recipients
of the service outlined in the service definitiodan accordance with the expected outcomes.

Program description and policies and procedureslglendicate that a minimum of 8 contacts
occur during the first month of services. Througththe duration of the service, services are
delivered at a level clinically indicated, througiminimum of one (1) contact per week, titrated
based upon level of need.

For the on site review, confirm findings of the kiesview.

After 60 days, review consumer records and otleenstnecessary to determine that during a
recipient’s first month of service, the there wanminimum of eight (8) contacts and that in
subsequent months, CST services were provideastt éeice a week.

Review policies and procedures and program degmmifor evidence that services are to be
delivered primarily face-to-face and at locationssae the agency’s facility. Review for
documentation that the provider agency has a mdtrddacking the quality assurance
benchmarks. Aggregate figures for the providermitest show that:

* 75% of the services are delivered face-to-face, AND

* 75% of the CST staff time is spent working outdite agency’s facility

For the on site review, confirm findings of the kiesview and the clinical interview.

After 60 days, review consumer records and otleenstnecessary to determine that CST has
been delivered primarily face-to-face in the comityunReview for protocol that outlines
meeting the changing needs of consumers. Reviewvde for documentation of attempts to
engage and locate individuals who are challengirengage in treatment.

Clinical Interview. Use the questions includadhe current endorsement policy for interviews
with the staff to determine the provider agencyisical competency to deliver services. Any
individual whose job duties fulfill any part of ti3eFTE positions required for CST (1 FTE LP
Team Leader; 1 FTE QP; and 1 FTE QP, AP, PP oifiédrPeer Support Specialist) must be
interviewed.

Documentation Requirements

All contacts for Community Support Team servicestrhe documented - a daily service note is the
minimum requirement. Documentation must meet abré and documentation requirements in the
DMH/DD/SAS Service Records Manual. Review policydgrocedure manuals for language that
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demonstrates that all contacts with or on behalthef recipient must be recorded in the service
record. Review policy and procedure manuals abddgscriptions for language demonstrating the
CST provider will ensure service documentation asnpleted per Medicaid guidelines. Review
policy and procedure manuals for language whichrestegs completion of required forms, transition

and discharge planning.

The 60 day follow-up review should include a reviefservice records to verify that all components
of each full service note are included in the doentation and to verify that contacts are
documented. PCPs shall have all the required coergsrand address plans for transition/discharge.
Service notes should relate directly to the needsgaals identified in the recipients’ PCPs.
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